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Tires and Tube Requisition File
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g O'What is the function‘of the office in which this record series is created?

The Staff Services Division -is responsible for personnel administration
including recruitment and disengagement of personnel and maintenance of
-personnel records. The division is further responsible for accounting

,  for funds, receiving and disbursing funds and budgeting for funds. The .
Division is further responsible for the procurement of supplies and equip- o
ment, their issuance and maintenance. The division is further responsiblegﬁr ;
for planning and providing support to these operations including proceduroe
writing, forms design, records management and reproduction services. -

'E_f ThlS file contalns the follow1ng documents (include form numbers and titles, if anys - 1i
and flle arrangement ). - :
Documents relate to request for tires and tubes from post to DPS also description of
used tires to be turned in. (Tire inventory 1s made form this data)

Consist of Tire and Tube Requisitlon (Form DPS-19)
File chronologlcal
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13. Is this the Record Co%y of the series? Record copy designated as Treasury Offige [ ]
Copy Lo
14. Is there a dupllcatlon of this'series in another office or agency9 5 [x]
; Treasury Office Post/
15. Is the information contained in this series ever summarized or: published? (x]
Attach copy of summary or publication. Tire Inventory Book -
16. Does the serlés contaln classified information requiring securlty hendling? [ ]
17. Does the series initiate, amend or terminate agency policies and procedures? [ ]
18. Could the function be performed if the files were lost or destroyed? [x]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1]
20. Does the record seriesrprovide data as input to an EDP file? [ ]
21. Does the record series contain documentation produced as EDP printout? [ ]
22, Has the Federal Government issued instructions governing the retention/dispo~ .[ 1
sition of these files? : : gt T L o
23, Will there be a need for these records 10, 15 years from now? If yes, what? { ]
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The following requires the files to be kept

1

years:

3L REQUIREMENTS.

b.[ JSTATUTE OF c.[RAUDIT  4.[]FEDERAL e.k]ADMINISTRATIVE
LIMITATION | PERIOD LAW DECISION
(Cite Law, Statute, or other reason for the retention requirement)
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This agency recoﬁmends that the file series be cut off at the end
-k]FISCAL YEAR -[]OTHER ,then:

| 25, "AGENCY RE COMMENDATIONS.
of each ~-[]CALENDAR YEAR

[ ]

Hold in the current files area month(s)/ year(s):

Destroy.
Transfer to State Archives for permanent retentlon.
Destroy immediately after cut-off.

Other: (Specify)
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Transfer to [ ] State Records Center [ ] Local Holdlng Area; hold year(s):

See¢ attached sheet: addressing separate files of this series.

(Indicate briefly rationale for recommendations above/or write additional remarks):
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Georgia Department of Public Safety Treasurer's 0ffice Copy
Cut off geach fiscal vear:; hold in current files area

1 year or until state audit has bean completed, whichever
ia later; then destroy.

@ .
Georgia Department of Publie Safety Garage Copy
Cut off each fiscal year; hold in current files area

1 year or until state audit has been completed, whichever
is later; then destroy.

Georgia Department of Public Safety Post Copy
Cut off each fiseal yaar; hold in current files area 1 vear

or until state audit has been completed, whichever is later;
then destroy
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